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INTRODUCTION -

P

This manual has been aesigned to give instructors the

-

B exibility of integrating the proposed unit on employment
j‘-1.1t:f-t-'c‘v:i.ewr:i.nc_; into a variety of courses (i.e., Business

Communication, Interpersonal Communication, Interviewing,
]

vocational training/career awarenecss type courses, etc.).

I

The‘primarﬁ purpose of this unit is to increase the student’'s

‘\r.)-\-\ﬁ.«,1/‘_-.-;:m-w-::r-gv_mp.'..-_‘{z g
0 T

concepts in themselves as communicators in the interview
settidé. Throughout this unit of instruction, thervfore,
the importance of self-acceptance and maintenance of one's

b

self-image will be stressed. - ‘

In order to accomplith the. objectives of this unit,
students will be required Eo: 1) discuss ways in which
the self-imadk is acquired and mgintained: 2) evaluate
themselves realistically; 3) analyze their strengths as to

. employable skills; and 4) voice their strengtﬂs out loud.

‘A detailed vescription of these tasks as well as guidelines

b

PN el

for impleméntation are included in this manual.
Bach section of this unit 'is dépendent upon the pre-

vious lesson as well as the underlying emphasis -on self-

e

concept. Fhe student will move forward toward achieving
unit objectives throughout the course. While.the activities

are to be non-graded, participation of every student is

essential and should be recorded for a general "attandance"

or “individual level of participation" grade. Students

Wt o T o .
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The following iustructional unit is part of a master's

thesis in'SpeecH-Commuﬁication. The unit has been empir-
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fcally tested in actual community college classroom settings.

NI Ry Wl
PO A o0
b

I

Highly signific;¥t results were obtained which support the

by

use . of this method of teaching interviewing in the college

woar-

classrooms used., A pre and postest questionhﬁire is also
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available upon request.
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should b%,informed of the necessity for regular attendance.
Introductory material.is to beﬂimparted via the lect
methof. This is in accordance with research findings icg
suggest that the lecture method has proven to be the most
effective teaching strategy when the instructor's objective
is to impart new information (McKeachie, '1978; Ohmer, 1978).
After delivery ofsthat .information, student questions and

discussion should be encouraged as a means of further

s Ttk r

developing concepts (McKeachie, 1978).,

In McKeachie's summary of the research, he concludes
g

that discussion provides students with an opportunity to

SRR e
-

integrate, apply, and problem-solve {1978}. Another
benefit of thé discussion method is feedback from other
students, making rich sources of information available
through an interchange of ideas. Both discussion and feed-
back are an integral part of the teaching strategy proposed

for this unit of® instruction.

General Objectives 7

The following is a list of objectives to be emphasized
by the instructor and accomplished by the student. Objectives
will Qe operatiopglized through varipus written and/or oral
e§eréises. Some of these objactives are overlapping., that
is, they will be emphasized first in writing and then, in

.

oral communication. Reference will be made to the particular

aspect of each objective to pe met at the beginning‘of each

bl




section of this manual,.
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1, ’'Students will be_able to increase their confidence
in themselves as interviewees and as communicators.

o . 0

.

gy

2. Students will be able to analyze and discuss ways
in which self-image is acquired and maintained.

[t

e

Students will be able tc objeciively generate a list
of past accomplishments that rdladte to the desired
job.
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Students. wili be able toO analyze and verbélzze
‘past accomplishments in terms of ‘their value to the
prospective emplfyer.

B AT
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Students will be able to express the;r positive
qual;ties clearly and confidently, with emphasis
onxghorce of words that are consistent with the
p;ctﬁrglthey choose to present to the employer.

6e Students will be able to conf;dently answer the
%  ’‘question, *Why should I hire you?," in terms of
their perscnal achievements and qualifications.
7. Students will be able to practice self-praise and
provide af;upportive atmosphere and realistic
feedback for each other. -
In an effort to provide a learning experience in which
" students will be motivated to achieve these objéqtivés.
instructors are asked to focus their classroom communicatién
on Del Polito’s fQur basic propositions which are derived
from self-concept theory:
1. Self-concept (one's total perceptual
appraisal of oneself--physically, socially,

academically, and psychologically) guides
and directs behavior.

An individual's self-concept can be
modified or changed ir certain soczal
interactions.

Although there“af; a variety of ways self-

concept develops {(e.g., labeling dominant
behavior patterns and social comparisons),
self«concept develops primarily through

interactions {communication) with others.

8
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The more influencial interactions are those
involving significant others-~those persons
who reinforce the' individuali’ s perception
of him/herself. (1974).

. An underlying assumption of Del Polito' gféet_of pro-
posztlons ig that the teacher can be a significant person
in the student's life. The methods of interaction and
evaluation outlined in this manual are based upon self+

concept theory and teacher behavior in the classroom. The

teacher as a mpdel and as-a significant other is encouraged

to practice self-concébt-enhancing behavior throughout this

¢

unit of instruction. - .

. .




SELF~CONCEPT ENHANCEMENT AND_ EVALUATION

" : o,

‘e Instreuctor Guidelines ?

o

,FegiliﬁateJﬁtﬁdent—centered 1earniqg.\khctively assist
students td See themselves as planning, purpcsing,
choosing individuals, responsible and accountable.
Students can grow,- flourzsh, and develop much more
readily whern the szgnzfic&nt person "projects. an
intherent ‘trust and belief in their capacity to become
what they have potentidal to become" (Hamachek, 1971,-,

Po 202). gf\ =
HelE gtudents-td select eg_genenceq which reflect their
own particular needs, interests, and concerns, provide..
. a alklenge nd vet help maximiZe success. Not all
students will e'motivated in the same way or interested
in the same’ th;nqs. the instructor needs to make success
more available in more different ways.

*

SRR

Personalize your teaching. Appear sincere, uncalculating,
and attuned to students as individuals.

Prévide the student with flex;ble:_yetedeflnzte_gogls

for success, When limits are clear, the individual

" Tcarns to rely on his/her own judgments and interpre-
tations of events and consequences. This jis Particularly
important for the highly anxious student who. requires

a stvuctured situation in which to operate.
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Righlight the student' s__peczfzc strengths, assets,
and skills to aid the student in sorting out his/her
own strungths and weaknesses. The student needs to
know his/her own capabilities in order to gauge the
probab;lzty of success.

b Ea R T h T ok gt
Sy T,

Alleviate ambiguity, disrespect, and rejection in your
intéractions with students.

Maintain a classroom atmcespher: of warmth and acceptance.
The more positive the students® perceptions.of thear
teacher's feelings toward them, the more positive their -
self-imuge, the better their achzevement, and the more
desirable their classroom behavior. “n addition, teachers
who. 1ike pupils tend to have Pupils who accept and like
each other. ’
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Praise yourself, Recqgnize and scknowledge your own
strong points in the presence of your students. Your
recognition of your own strong po;nts will provide

an impetus for your students to praise themselves.

Do mot Ereigdge_gour students. Be honest and accurate
in your evaluations, while avoiding comparisons with
peers. A teacher's expectations for a student's

performance is & signzfrcant determinant of how the
student actually responds.

Personalize evaluative comments, gi®ing encouragement

t0 students. Evaluatibn, whether oral or written, .

which is more personal, in which the evaluator appears f
‘.

to take into consideration évery acfion, attends
subtleties. in behavior anu modifies his/her appra;sal

. accord;ngly, should have a greater impact on the ‘
student's self-concept. .
grgvide students with a continuous, long term exposure
to a ga;tlcular_anraisaQ. From a credible and-per %9-
alistic source, it should have profound effects on I'_.

self~concept.

- . ’ A
Provide classroom eXxperiences for each student- to receivé
acceptance from peers, ‘

-

- L

Provide classroom experiences for studefts to praise
others. Persons with high self-esteem show greater
acceptance of others.

14, Help students to evaluate themselves realisticéllx.
& 'Evaluation should be based on the student's gomparison
.~ of his/her actual performance with his/her own personal
standards.

£-3

1S. Urde students to concentrate on improvement, rather than
perzection. .

16. Provide classroom experiences for students to praise
themselves. Self-accepting individuals tend to havwe °
higher self~concepts. Positive self-evaluation in the
form of verbal reinforcements is positively related to
self-concept. -

-

- L3

Carolyn M. Del Polito, Ph.D.'

Director of Educational Services
Speech Communication Association




_ ' SELF-CONCEPT ENHANCEMENT
%) £ - L

- . -

General buidelines

- E\\ " To facilitate growth and leatrning throqgh_selfﬁconcept R

D A A
- - ' a d - .

e

.Q. ) enhancement, we musts A .

1. Understund that we communicate what we are, not. .
just what we say. We communicate our own wn self- . - )
concepts far more often than we commuhicate - :
Lnformation (subject matter}. \ o

-

LIy e

- 2. Understand that anything we do or say could
significantly change an individual's attitude
_ ‘ about himself/herself for better or for worse. .
, o 2‘3%1: undergtand the implications of our roie :
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ersons who are important o "significant” \ . o
others if we arﬁffo utilize that role properly. .
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3. Understand\that individuals béhave in terms of

; what»seems\ip be true, whiclf means many times

e communication occurs, not according to what . )
; the facts are, but accord;ng to how they are . oa .

Eerceived. . ' —

. 4, Be wzllzng to deal with*what a meséage meansuto :
o ] differemt people. In the truesf sense of the"
: word, we must be willing to deal with the

‘ intexpretation of a subject ag we are to deal
- with Eﬁe information abdht it.
' . 5. Understand that we are not likely to get results
oo simply by: telling someone he/she is .worthy. :
Rather, we imply it through trust and the

establishment of an atmosphere of mutual respect. R
One good way to start is to take time to. listen

-

f“x:' . .“"to what others have to say and to use their ideas . < * |
S when possible. . N
6. Understand that'béhavior which is distant, cold, - -
% "and rejecting 4is far less likély to enhance self- -

concept, than behavior which is warm, accepting,
and discriminating.

7. Be willing to be flexible in ¥our communication
. with others. '

: \"' , Del Polito, Carolya
1 ) " / ) . A ’ Yl | .
: g ' i Intrapersonal Communication
" * ”"‘\ -
X - ‘_/ :/"Q . R ) -
. i_' » { a 12 ) . - c=
\)‘ b Fl - * -_— B
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SPECIAL UNIT INSTRUCTIONégEQ‘THE'TEACHER

‘1. Evaluation of students should emphasize strengths, being
. \

positive in %th;,\?valuation,in noting weaknesses should

lead to improvement.
21 frogress in gelf-evaluation, both written and‘orally,
‘ should be stressed throughoué the cdhrse.'
3. Théyunderlying importance of seiféESBcept as a communicator
and as_an interviewee should be emphasized thxoughqlﬁ; the
. course. .
Give studentségaééuate time to formulate their inventory

. _ \
~appraisals 3t the various sfages; This should be am

ongoing project throughout the céi;se.

53” Keep students informed as to the various stages of
ﬁevelopment planned for this. unit -of instruction+—-
Emphasize the impoftance of beforeh;nd preparaéion for

this class as well as for -the job interview.

6. Tape recorders must be ordered in advance through the
audio" visual department. _ . I,’

7. Suggest further ;eading of the various books on iﬁter-

viewing to students.

'Instructors are encouraged to explore the recommended
reading list to supplement the lectures, discussions,

_and exercises provided in this ménual. Selected

‘references .have been included as a suggested reading
. list for the teache.. .

9. 'The following program involves at least 12 hours.of

class/counseling time.




NOTE TO TEACHER:
%
Pl
Based upon the practical experience gained in this study,

following recommendations/adaptations to this manual

arehguggested:

1

l, 1% was found that students' were more
creative with their various strength
inventory lists when the handouts were
not given out until they had had a chance
to do the assignment on their own.

It is essential that this program be integrated

—-into an in¥erviewing-course—that—-covers—other
aspects of the job interview as well (i.e.,
application, resume, etc.)

While the personal comments and feedback given
—to each-individval student throughout this
unit were time consuminge~to the teacher,.they
resulted in a harmonious, trusting classroom
atmosphere. Students seemed to benefit from
the positive, honest feedback received in such
a way that it was evident in their .interviewing
performances. '

4, The emphasis was intended to focus on the
student'’s positive attributes. It was dis-
covered, however, that students wanted honest
feedback on their weaknesses as well. Throughout

. this Uhit, dévelopment of a realistic self-concept
should be stressed. tudents should be aware
that they can change certain thinc¢s about them-
selves if they so desire and are willing to work
at those changes.




SECTICN ONE

o

Unit Introduction: Recognizing The Importance of
Self~Concept As A Communicator In
The Interview Setting

Instruction in this ;ection emphasizes the importance
of an individual's self-concept, first in_a general
sense, and then, how it applies to the interview
setting--self concept as a communicator. Material in
this section should be reemphasized throughout the
course. .
Objéctives
A, Students will be able to recognize the importance
of their self-concepts as communicators in the
intérview setting. . '
Students will be able to analyze and discuss ways
in which the self-image is acquired and m;intained.
Instructional Strategy
A. Materials ) e
1. Handout: "Self-Concept" (#1) and Assignment #1

(Give to students as a home assignment at least

one meeting prior to the lecture)
L4

Method

1. Lecture and discussion (Allow 45 minutes)

4 i

Content Outline

1. Begin with a general definition of self-concept:--- - ----—
a. Your self-concept can be thought of as&the
image you hoid of yourself iadier x Towne,

1978).

U U S S



R

3

\u‘ *

= Y

NN A e 1 e L sl e,
T bt ety

3

EIR vy rrry

IR | %

imagine a special mirror that ﬁot only
reflects physic;l features, but also allows
you to view other aspects of yourself~-
emotional states, talents,, likesf dislikes,
values, roles, and s$o on=--the reflection you
see 106king back at you in that mirror is
your self-concept (Adler & Towne, 1978).
self~concepts are developed through all of
past experiences and our interactions with
people around us.'

Social interaction accounts for the foundation

.6f our self-concept formation. This inter-

action is the uﬁderly;ng factor upon which

we base much of our self~understanding.

Qur public and private éogﬁuct also stems

from the social acceptance we receive in

daily interactions.

Beyond these underlying ideas, the attainment

of self-congept is experienced in a unique

way by each individual.

Some of the processes that researchers

contribute to self conception are:

1) Others percpetions of us,'what we imagine
those perceptions to be.

2) Evaluations of others, especially when

-

by "significant others"~-those whose

’

opinions we highly value.




Social comparison=-by comparing our~
selves with others, their likes and
dislikes. The importance placed on a
particular characteristic by the people
with wﬁom we associate may alter our
self-concepts,

3. In our relationships with others, we tend to seek
out pecple who enhance, rather than degrade, our
sel f-concepts. A health§ self~concept is main-
tained through positive, realistic evaluation
from others,‘as well as a positive self-evaluation.
a. four attitude about yourself influences the

way other people perceive you. This attitudel‘
is often revealed through phe 1angca§e you
use to talk about yourself. )

The way you talk .about yourself evecyday,

and in the interview setting, reflects either
a positive or negative:self-image.

People who are overly critical of themselves
tend t9 portray a negatiVe'self-concept. .

To a certain degfee, we all have a tendency to

put. ourselves down, rather than praise our~

selves. ' e

While bragging is an unacceptable act in

our society, a form of self-praise~-

communicating achievements out loud~-is

expected of you in the job interview.




Employers are Iooking for individuals who are

abl; to express themselves clearly in inter-
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personal and/or public speaking situations.
a. Every job seeker, therefore, must be éhle

to communicate a feeling of self-confiden%e

-

iﬁ the interview. ; \

Since we 'are not used to praising ourselves,
i

voicing our good qualities in the interview .
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setting can be an uncomfortable situation
-~

without adequate beforehand preparation.
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E

Such preparation will be offered in this

course,
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You will be asked to perform a number of

i
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tasks and exercises that will give you
practice in self-appraisal. These exercises
should go beyond the realm‘pf this course
and be integrated into your daily lives.,

An adedquate resume and the ‘necessary
technical skills may not be enough to get
the iggi The applicant must be able to
verball§ convey his or her worth to the
employer, L -
A.lack of self-confidence as a communicator--
being reluctant to orally evaluate oneself
to phe,empioyex--may certainly leaa to

failure in the job interview,




Professional interviewers complain that

applicants constantly relate poor self-images

P T Iw"q{\:*\' bty
H . [

by putﬁing themselves down in thg)interview.
Most empioyers will not take the time to
probe for an applicant's good qualities.

The interviewee i; éxpedted to communicate
achievements and successes as they relate
to the joS he or she is seeking. "\,

. ~
To get the job, the applicant must be able \\\

o i i o Py y T P e T
l3 .

to convey.a clear -picture of his or her value

to that company. The guestion being answered

R T T e o

is, "Why should I hire you?* jF/‘
1) The interviewee must not be afraid of
self~disclosure or oflfailure. People
with a bositrve self-concept afe more
. willing to take potential growth-
_producing risks. Going to an interv%ew
could be perceived as a risk even to the
person who feels technically qualified
for the job, if unprepared for the inter~

view itself. .

D Re e e
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The self~concept is, "the individual's

i

total perceptual appraisal of oneself,

physically, socially, and intellectually
(Del Polito, 1977) ." How the applicant

‘_-;r:“»‘-.u-mg-qyp“-l, - Tkt g L R el
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sees himself or heréelf will have great
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bearing on how the employer perceives
him or her as a potential employee.

In this course, ways for you to both
evaluate yourselves realistically and

to become more comfortable about

LA

expressing your good gualities will be

Sk

initiated.
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During the first week of this course, you will

£
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. ‘begin your sélf-enhancement program by taking

085
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inventory of past accomplishments from a positive
perspective. This is not to say that you should .

completely ignore your weaknesses. You'll be

ey '.ﬁo,q?,;r.j-ﬁ$ﬂ;¢,&%

asked to reveal those lacer in the course. For

) the begxnnlng, concentrate on only your positive -

VIV AT

. - attrlbutes. They can be used to defend less

strong gqualifications in the interview.
. a, After you have compiled your lists and have
had others provide realistic feedback, each
of you will objectively analyze your strengths .
as to their value to the future emplover.

; This is the first step towards helping you :

"

i realize that you can be successfu1 ‘in the job

- — - R - -
= - — —— [

interview. Preparlng you to feel comfortable
" about verbalizing those strengths qut loud is

- the next step.

6. At this point, the instructor should briefly
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review the four modules of this pfogram:

o
g

a. Recognizing the importance of self concept

s

as a communicator in the interview.

Ve o oo

b. Evaluating selves realistically.

i pprate %

¢. Analyzing strengths as to employable skills.

Ay

d. Voicing strengths out loud.

7. Encourage a discussion reyolving around the
information in this lecvure and student handouts.
Discuss students' responses to the questions
provided in ‘their handout as well as others
pertaining to this section or the general
purbose of the unit. ) |

Iv. Evaluation
A. Insist upon students' completing the questions on
page two-of -the first handout. —-Check their under=-
standing of the material covered through class

digcussion and oral questioning. Go over each

»

question.

B S Rl T T O
K PR Ml Al

g e et
r ’!‘ - i .

s, Ter gt b

P —
AL S

i




i

CoameTe R

b ‘
e
-
S
- I »
i
0 F
1
if‘" '
i
O
§
e
i F
B,
A
A &
o
L
%,‘._
LY
&
.
-
i
T
e
2
fl
-
i,
b
&
(\
%‘, 11.
.\.f_
‘l
=
N
_ei,
B
¥
-
4
i

I111.

Cr

DN drid o A
e

- y.i.\" .‘(

17

SECTION TWO *

L]

Evaluate Self Realistically

Students will begin the self-enhancement program by

taking inventory of past accomplishments from a positive
perspective.

ng:one_hires us because we cannot do something (zgish;
197

3).

It makés no sense to studl weakr:sses, for,

Being aware of certain weaknesses, however,
will'help the job applicant to preéare‘%tatements that
defend less strong attributes with positive ones. Vs
Objectives ’
A. Students will be gble to generate a broad list of
past accomplishments/positive qualities.,
Instructiqpal Strategy \
A, Maﬁerials - ﬁﬁ
1. Handout: "Cateéories of Personal St;engths"
(#2)

list is by no means complete. Encourage them

Students should be made aware thit this

.t0 expand upon these suggestions and a&gxf
~ number of their own. ‘
B. Method -(Allow 15 minutes)

1. Encourage students to think in positive terms

when developing their "Self-Inventory."
2. This inventory-appraisal will start off as a
broadriist‘of adjectives( statements, and/or
paragrarhs which

—a N 1
Qezzribe the student's strong

points. . . :




Categories such as physical abilities, mental

abilities, social attributes, and personal

Tere "'3"‘.""’“'_?"‘."':.'1‘;"‘:‘5("‘?5*%'
' R Tl Rty

charaéteristics are recommended on the handout.

Toee

o -t
a

At this stage, nothing is irrelevant and every-
thing should be included in the evaluation.

Encourage students to have a friend or family

Ao g AR, 3 ey A - B AR LI

member review the list. Mention that a different
perspective may reve:l talents that the’ student
mightihave overlooked. v

Emphasize the importance of self-knowledge and
e

confidence in their success as an interviewee.

]

IV. Evaluation

- A. The instructor should provide supportive, yet
- @ .
realistic feedback to students both orally.and in F

Y

written form at this stage of the unit g5 well as

For

throughout the gourse. v \>

Encourage them to expand upon certain positive
gualities that they may have listed on their "Self-

Inventory"” shé%t. T . ey,

£

Prv to make your evaluative comments as®positive ag
possible. These inventories should not be graded

but should be required of every student. It should

®

be evident that the student has put some time and

effort into his/her inventory appraisal.
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SECTION THREE
i. Analyze Streng\q aAs To i-.."mplcz:zs'alh.‘an_.‘i}c.t.llsm-....\ﬁ

For this section, students wi?l be required to analyze

their strengths by nar;owinglthem down to employable

skills. While the primary purpose is to focus on
.

" positive attributss, the student should Keep in mind which

of those attrlbutes can be used to offset any areas that

N O e L L e e T S T STy s ™)
-t - R §

are not so strong, should they come up in the interview.

\

II. Objectives '/

M ¥
ey e iy
R o

A, Students will be able to objectively ggnerate a list

of past accomplishments that relate to the desired job.

i
Vv
i

..,
3

B, Students will be able to analyzellast Lccomplishments .2
in terms of their value to the prospective employer.
C. Students w§11 be able to choose words about themselves

4

that are Eonsistgnt with the picture they want to .

&

rpresent to the employer.
III, In;fiuctional Strategy .
A. ﬁﬁterials o
1, Bandout: "Self-Inventory Sheet" (#3)
2, Handout: "Positive Employee Characteristics” (#4)
AN B, Method - Part I (Allow 40 minutes) ‘ :

1. Explain to stud%%&s that -the "Self-Inventory
Sheet" will be of value taathem as they attempt
to narrow down their original inventory appraisals.

The ob;ecuive{/; for students to develop a2 finali

inventory of a minimum of ten employable strendths.:
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The first five strengths should be items that

they feel must be brought out sometime during

T

the-jbbainterfiew. At the bottcm of their

lists, each student should note two weaknesses

that could be brought up if asked., The student

should be able to cite behaviors for =11 of the

qualities listed,

Before giving students handouts, conduct a discus=

sion on general and/or specific employable skills

required of the job applicant., Have students

generate as many strengths as they can think of

in response to the gquestion conveved by the

employer, "Why should I hire you?" Write these
: . '

suggestions on the board for everyone to see and

note, After receiviﬁg the handout, students

can comp&re their answers with those of the

employers who were surveyed.

This is a list of strengths in resédnse to the .

eternal question ‘conveyed by the employer, "Why

should I hire you?" |

Leadership ability

Persistence :

Orderliness

Agsertiveness

High® energy

Good memory

Good speaking abilities

Self-potivation
Willingness-to take responszbzlzty

Aabllzty to get along with others

%

Neat a-pearance and habits
Quick wits
Ability to take orders
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-

Abilzty to delejate author;ty
Coolness finder pressure (.:Iac:ksonlr 1977)

4, Emphasize that, to get the Job‘ the applicant

must be able to=convey a.clear,picture of his

-

or her value to that company.
is important.! ’ )
S, WQrdS.&nd-phr;SES used by the applicant.will be
judged as being coﬁsiﬁtent with their own beliefs.
A neéati&e self—evaluatian‘or adjectives that
haﬁe.hegative gonnotations, -
* be ‘gestructive in the_énterv;ew;
6. Regquire students to cite ex;hple of behaviors

] ] * * » ] ] l_ [}
‘that.an1cate they-have certain.qualities (i.e.,

-
L9

How do you kpow‘you have leadership qualities? -
What have 'you done in the past to prove this?)
Thinking about ghese;kinds of behaviors is &
-'prelimiﬁary step-in éhe studeﬁf’s prepératién
or the job interv;ew, where he ox she w111

most 11ke1y be askeﬁ to orally expand upon his

tf

-

or ner posztive qualltzes.

7.+ Point, o f the zmportance of develop;ni:an 'f

awareness of how others see US- ’

students
4

" family me

%E\zzi.feedback from fiiends and/or
mbey e_

w

»

3

{

Part II - Self-Raping.(handput #5)

.. "o
The "Self-Rating Sheet" should be given to students -

-

t

qt;herefo r.e ¢ wWoulg

v

.

.Allow.30*ginutes'

Encourage _

Cheice -¢f woids

Is

-4

~»
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%as an outside of class assignment. Instruct them

to first raﬁé themselves on the behaviors listed.
They should then fold back the paper so that their

reéponses.are hidden and ask a ffiend ioc rate them.,
H . ‘ﬂ..

The same procedutre should be followed for a person

-

in authprity. sfudents may also add categories of
their ownf(& be rated if they are interested in
knowing how o£hers perceive them on other behaviors.
After they have had sufficient éime to complete the

' rating form, have students bring it to class for

&

discussion.
" The following exercise has beeh suggested by Leach

- and Flexman (1978)..es a way to help students improve
' @
their job. interview skills: P <

¥
¥ b

1., 1In=Class Exercise Ask studeﬁtg to examine

-

the reéponseé on their self-rating sheet. Have
s 4
‘them compare the following: ‘.

. 8 N
4) Their friend's ratifig t& their own rating,

-b) The authoriiy figure's-gatigg to their own -

rating, . - s

.

Their .friend’s rating to the authority

figure's raéi g. . *

¢ v

‘The follow;ng questlons can be used to discuss

the comparlson ‘of thé atlngs of the three
. » . s N
persons: . - 1 TN

LY
-

a), .Who rated you most favgrably? Whyé

/rl .
Ly -
* »




b) Why are some of the ratings different?
¢) Which of the ratings are the same or
nearly the same? Why?

AR d) What can you learn about yourself from

7’y _l(‘J_. r A
IR
L

- ihis iﬁformation? s

o

s, g
g

e) .Do you wish some of'the ra#ings were

1L
e

S . different? BHow can you change the way

[t L S

others see you?

.E;g't-;:-::rrvﬁ;;::";‘:;j Telr

T e p

- 3. Explain tb the students that jobs are not tailor-

mth
P

i ﬁade to tit the personalities of applicants.

5

e
L |
*
¥
x

e
Y.

. ' Instead, people must adapt to fit the require~ ,
ments of the job. Have the students determine B
which behaviors listed on the seif-rating sheet *

areé essential .in an interview situation. Class N

.
S A v Ko pe
RS B & R it g

- . 2 T

.  discussion should center on.tﬁe reasons why

‘ certain behavid;; are essential. .

4. Ask stud?nts to list on the back of the self-" -
rating shéet at least seven behaviors that might

f .. ) interfer with success in the interview situation.

' 5. After the,students have identified the most
iﬁpprtqnt behaviors for success and the behaﬁiors

€ ~ ‘ that~migh£ inﬁerfere with success, th; following L.

#

questions may be ‘used for discussion:

?_ a ) a) Hdﬁ woudld these behaviors help a person:to \\‘ -
?1 Cae - . _pgusnccessggl~in“a_jgﬁﬁinterview?-"‘T """ -

% ’ , - - - - T

A ) " b) How could behaviors that were listed on the

AL TS

-
*

KSR

e n

B
*
{

oy,
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¥

o

T e g - e )

back of the self-rating sheet interfere

e

-
o

with success-in a job interview?

¢) Can.a behavior that I sential for suc-

cess in one job interview situati have

— -
-

bad e{fects in another‘job interview
' setting?
6. Follow-up Have the students examine their self-
xating sheets regarding the behaviors théy iden~-

-tified as being most important for success.in

™ '

R Ry o L e o NS

. the interview situation,
7, Discuss the following questions: }P
a) " On the basis of your self-rating shéet; do

you think you would be- successful in a job

*

]

interview?
b) WwWhat changes would you need to make to

improve your chances for success?

EROEE Y T e

. ¢) How can you, go about making changes -that

.
i

would improve your chances fof success?

8, The follow-up section of this exercise is best

L L IO

accomplished in individual counseling sessions

R SITE

N wifh the student, Ask. the student to bring his

TR
N

or her self-rating sheet to thé counseling

DY TS

seégiénqﬁéé;ribeé at thé‘end of this ﬁanual.

,.
§

ot it g kbt

eIV~ —Bvaluation i - ¢

il

A, Once Aagaain, tﬁese assignments are not to be graded

but are required of ever~ student,

S T SR YR
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It should be apparent that the student has put some

. effort and time into the "Self-Inventory.™

R S Ty
. F T P A

Make helping comments on their inventcry appraisal

_sheets, encouraging improvement where needed. Give

further examples and individual help to students

who may require it. *

e b 2t s —
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I e SECTION FOUR _
§' I. Voicé.Strené;hs Qut Loud’ . .
'i; i & The przmary purposes of this sect;on ares . 7;
%’ 1) to help students understand the communzcatzon behavior
; . - thg;-;111 be expected of them in the interview setting; ;
? 2) to éive students an opportunity to openly express theirs . .
§‘ ) employable stréngths éo othgrs? thérebg*eﬁhancing et
? ~ their confidence in doing so during a job interview.
?i 3) to gﬁve studenﬁg_an opport?nity tgﬁiepeive as well ..u:ﬂ -é
< as give oral and written feedback on performances . y _} %
‘ in behavioral rehearsal.h :
E fI: Objectiyes . ;*_ , C 4 , %
é N A. Students will be able to verbalize past hccomplishgents 5?
é 'in terms 6f their value to the prospective employer. ;
: B. Students will be able to e#p}ess théir positive -%

T Pty

qualities.clearly and.gonfidently, with emphasis on .

,

choice of words that are consistent with the-pictare
. 4
they choose to present to the employer.

" C. Students will be able to confidently answer. the

:IQ—_':-;(-"( Tt ede e Lk T :4 FR

13

question, "Why should I hzre you4 " in terms of

sty
bl

their personal achievements and gualifications.

I
|
1
i
|

%

D. Students will be able to practice@%glf-appraisal as

, well as providing a supportive atmosphere and

‘
A AR e

realistic feedback for each other.

S
EEECN

III. ‘Instructional Strategy’

3.

&
£
Wi

A. Materials

| B

3 I , . . ’ i .
"n m..c,s._‘....a.z...vu._ -.\.a...-.-_.' J— .;-.a..m....-.,-, i e il T St e e




* . . . ' N 27

N B

—_— ———

L] ’ "
A« Questions for-job--applicantsi—See— — T

handoup,.:Questions Frequently Asked At
SN S o Intervi&wé'(#ﬁ)' ¢
B. Methqd': Part I (Allow one hour minimum) . -

L - -

; 1. ' This exercise is desiﬁned to be the student's ‘ g
initial attémpt at behavioral reheaisal.
2. The instructor is to role-play the part of _ Lt

- an interviewer. A - ®

I L R

U™

3. Students-will play the role of themselves as
g

T

[ SR
v E b b b

job applicants in a group interview situation.
. ‘

4 - _

& " 4. The instructor may design a scenario around

*
.
N

Pl e aa

e a specific job or just ask general questioné .

s
o
T

it

& that require the student to talk about his or

3

13

28
&
<. .
%,
;-‘1,.\_-
7

e her §treng£hs (see Medley, Sweaty Palms for

4+ .

& , additional questions).

N ) H
. . i

IS

J 5. Try to let everyone participate at least once

Or more as time allows.

-

B T e
RSt

]

6. Be a supportive. interviewer, encouraging

Ay Py

applicants to exrand upon their positive qualities. —

i

7. At the end of this exercise, allow students - .

to give oral feedback on their own and others

L R R
. y 3

performances. How didﬂ;hey_ieel,asﬂ;obn___w_mw-w—m_—Jw——

¥

applicants? How did others éerceivg them?

8. The instructor inay emphasize the positive by

PUY L ety
‘. e

associating the person's name with the act.

Note negative actions in a more general way.

\
Stk e e s




9. Be honest, vet supportive, with criticisms.

Students generally want realistic feedback in

» -

these sessions and find that they not only

: _ﬁhave to be aware of-their ﬁbsitive gqualities;
but that weafhesses are brought up by the
interviewer as well.

10. As time allows, the instruétor ma} interview
individual sﬁudents in front of the class. This
provides the students with a model for further
role=-playing sessions in this Ogit. Later,
the student will also be required to act the

role -of interviewer. S

11, During the debriefing, the point of this g&ercise

shouid be discussed. Many of thé students willh
| experience some difficulty in verbalizing wﬁﬁt
they have previousiy written in their "Self-
Inventory" appraisals. The necessity Qpr verbal

practice in expressing our good qdéiities should

interview gdes-beyond the written material.

12. Have students study the handout on guestions

that are asked at interviews as well aS'pracéice
outside of class. Other questions may'also be
supplied to the séudent that apply directly to
a specific type of job they are interested in

(see hardout #6B for airline questions).




= 290

-

Method -~ Part Two {Allow 50 mir.utes) Self-Enhancement

This exercise is adapted from Del Polito's, "Self-
. ~-Enhancement Pfogram--?éaising Youréelf (1977} ." '
1.. Exp;ain‘thaﬁ'employers are looking for Fhe "best"”
-people to fill their jobs, but it is up to the
app;icant to commucicate why he/she qualifies.
In doimy so,‘;he_applicap; is stfﬂﬁially being

asked to praise him or herself, ,

-
In our society, the opportunity to praise oneself

15

o Sy i)

s

-y Tk e G

is not often presented to an individual. Most of

i

T N Ty

us tend to acccpt our achievements guietly--to
be humble. We are often more self-critical
than'celf-appraising. In aﬁ interview sctting,
howeber, we are ‘expected to do just the oppgsite.
It is only natural to feei tense and uneasy when
faced with these contrasting modes of behavior.
Del Polito stresses that, "We should accept -
ourselves--accept our strengths and communicate
that acceptance to ourselves and others: our
loud (1977):" TQL instructor of this unit

on employment interviewing should encourage __ .

suct practice.

&
F

"The wéy we behave and communicate with ourselves

and others is directly influenced by our per-
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6.

7.

8.

AN
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the technique of "selling themselves" to an

employer, they must first be confiderit in their

‘own success as @ job applicaft. .

Point out tﬁat you are not suggesting they resort
to bragging by ccnsﬁantly complimentlng themselves.
Thls, of course, would ‘be an unacceptable act

in our society. The job applicant, however,

should not be reluctant about discussing achieve-
meﬁtS‘honeétly and realistic§11y.

’ _ .
For this exercise, students will break up into

L]

small groups (4«6 members) and sit in a circle,

Explain to students that the discussion will

L3

begin with one person explaining their personal.-

'strengths and atcomplishments. She or he should

be answering the prospective employef's question,
"Why spould T hire you?" Have students qelect

a time kXeeper from their group.

Each person must expla;n their strengths and
elaborate on how they relate to the job they

aré'seekiné. These strengths are generally

o
- &
it

P . 2

A5

S

“J
et

4%

IR

9.

- while the othérs listen.

the top five strongest attributesg from.their

strength inventory 1ist.-

It is important for
the student to be ablé‘to vite behaviors-that
relate to the strengths they arempresenting.

Each student should talk for
- I

three mihutes

For the next fﬁll
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- ‘ minute other members of the group will
offer fgedbagk'fb the student. Encourage . -

students to provide a suppdftive atmosphere

to‘theif colleagues. The instructer should

. 4’

move scsound the room from group to group,™

T T I T

saving comments for the.debriefing, B

« Bs Method ™= Part II1

AL

LR

- ﬁftér stgdenﬁs have had an opportunity to study ;é
the “QuestionSwFrequentlf Asked At Interviews" - ?E

" and any otﬁer pertinent quéstions, béhavioral - ;é

) rehearsal should continue, . %

1. At the meeting following the "Self-Enhancement"

-:'...,'__,_: .
e, T

R N
o e e, S ey s
Y VR :u-.-wo.-.vl‘.f« R

exercise, the instructor may continue to conduct -
the various types of role-play interviews
(i.e.; one on one, panel, or group)..

2. It is helpful to tape record ﬁhgse sessions .
and piéy baék secEions during feedback dis-

F] . -

S
cuscions. :

— : ' : S S

3. Point out all factors relating to the student's 3
self-expression, including rate of speech,

- Jh____;pitchtfuolumnTvaad_eantent—bﬁude;iueayv-

4, Having the interviews on tape will give i.di-

.
.’( N
3
>
2.
;4
[
L
"
5_
-,

e
-

Y
vidual students an opportunity to listen to his

%‘ or her interﬁlew'again, after receiving feed-
i \
N back from peers and the instsuctor. Tapes can
£r ~ -
B . . ™ -
be made available Eb\students in the audio B
* . \ \ ( Ea

36 \
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‘ visual or individual learning center on‘campus.
5. The tapes can also be used by the instructor
for'evaluation and counseling at the end of
thiﬁfunit. _ .
E. As a foilow-up to the above exercises, have students
add any new positive points they learned about them~
- selves to theif strength inventory lists. These
items should include any new insights gained from
the verbal feedback they received as well as from
the e;berieﬁcial exercises. Strongly urge students
to writé these iéems down as soon aféer the experi-'
ence as possible, not later thén that @vening. This
type of refléction upon one's performance in the
ipteréiew setting is another technique for helping
students improve their interviewing skills. En-
courage students to impiement this procedure when
tﬁey‘go to a real interview. Since employers do not
always tell a candidate why they did not get hired,

— e —— e e —— m— e ———————

the written information can be shared with a teacher

e —

or counselor in an attempt to help the student

“Himprove;_ Often times, students discover the problém

area themselves as they write out everything they
can remember about the interview. An assignment
sheet {(Handout #7), may be used to explain this

-y

procedure.
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Instructional Strateqy h\
A, Handouts: "Interviewee Rating Fo§ms,“ I an¢ f@
(48, %9y - - - ! ‘_
B, Method - Part-I (Allow 2 hours) [y
Kave studenféﬁgreak up into smalX¥l groups of three
T tofiver- {ﬂh_

g Lrars W e G oefon ke epatAid - fe. e =

SECTION FIVE '
Culminating Oral Activities
~

The purpose'of these exercises is to put to practice

_all of the concepts that have been reinforced through-
out this unit 6n'§elf-enhancement in the interviewing

&

R : '
-clas§. Students should complete all assignments prior

i

to tﬁis section. Tﬁ%y should be familiar with their
personal "Strength Inventor}“ lists and be able to cite

behiviors:for the jtems they have 1isted° Point out
- - ) »:
that fthe first five items on their fgyentories should

%

be Fhe ones they definitely want to gét across during a

job interview. At the very bottom of thgir lists, the

students should write daown two of their Ggaknesses.
' \

Remind students that a healthy self-concepﬁ\:s aware of
both strengths and weaknesses. Admitting 1e\f strong

attribu?és in anh interview may be followed bY\fmthsizing ’
%

St e

. 1, The assignment is to designﬁ}méaaﬁﬁfo“oﬁma»M.
their-own. Students may choose any type
of intéxview they desirze to present (i.e.,
’

38




34

2 intgrvicwers aad oﬁg applicant, one inter-
viewer \and four applicants, etc.)
2. Instruct\students to dﬁree upon the industrial
"setting and the specific job. Outside re-
search may have to be done here.
3.7 Bach scenarit will be performed in front of
the class. Styles of interviewers should be
discussed when this:ssignment is ‘given (i.e.,

supportive or stress interviewers).

A,

2.l In an efforft to adad realism to this situation,

ST T, T @A AT T s By A 2000 i R L Pt feig JOACn T A PTG T b T
. i ] ] . . N -

instruct students to come to the interviews

"dressed and prepared.
5. On the day of preseﬁ¥ations, those in the -

audience are to be given rating forms and asked

1t’ is best to.have an

) | I
. audience member rate only one candidate at a

to/critique applicants

o
Ariba g s BB #47BraleniSmgut eons EAE

| the audience count off in fives each candidate

\ .
will have at least three feedback forms. By

-

?j using both forms I and II students will be able

A .

L to get responses on a varle?y of items. t
g; ““‘hnn_‘____“w*QLWM;nterviewers wil} not be ratgd, but gral feed-

————

— .

- -~ .pack shégig*ﬁa“ofﬁeraghgirectly after each

frmen 6 T

- S interview to evervone. T

¢ ’ 7. fhe instructor may rate the performances of

all applicants on form #10. Comments should -4

.. - . e .
” i e b _ w - -
FullToxt Provia et .- L U - -, - - . . -

R T L -
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also be inclﬁded for the interviewer. This . '%
rating form ﬁill‘ be used in the individual .

’ éounséiing gessionsswhe; giving students ] ; i
‘ feedback. _ .. - , : ' fé
7. As mentioned, oralﬁeValuaﬁibn should take place .\ é

] - ', \‘ *
after each group's presentation. Students will

recelve tne -written rating fcims g}lled out'by ,
. their colleagues.atnghe next meeting. {Note:
Tt is interesting for the iqstructdr to look over
these forms bgfore giving them to the “aéplicants.“
, On thé.whole, commenté were found to be very
perceptive and valuable to the . tudent who was.
cki;iqued. Evaluators were not required to
write their name on ‘the rating form. This
seemed to’ encourage honest responses.)
B. Method - fart II (Allow 2 hourd) Panel Inter:liews

L3
l, As a follow=-up to the above exercise, panel

et e

interviews may be conducted in' c¢lags for
additional practice. This will give the pre-~

- "

vioPs interviewers a chance at playing the role )
of job ;pplicants. Students are generally enthu~- ‘
siastic about performing in this final exercise.

2. MArrange chairs in two rows, facing efach other «
(5 to eight in each gow). One row of students

will be designated gs interviewers and the other

as applicants,

1

. : 2, .-
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The teacher may choose .to design one or more

situations around a particular job on a specific

- -

industry. _This would depznd upon the nature of
thehplass. Xf students are qq;te-diverse in
their job goals, the more general questions (such
as those on the handout), may be more appropriate.
—de In.this exercise, interviewers and applicants

1 ’. P
'#—gﬁhudd both use names when appropriate an

"uphold their end of the conversation. Thg

points weie‘probably covered earlier in thi
unit biut should be reemphasized.
5. The panel ihterview should ‘continue until each

interviewer and interviewee has had a chance

a
5
to speak more than once. 8tudents will then
switch roles and repeat the process. OQthers

from the audience may trade places with those on

L3

i T e A T v
Ay BT VR |

- the -panel at this point. !

- r
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6. nurind the debriefing, after eéch panel's

257
"

3

- L

presentation, instructor and student comments

a) BHow closely -did these exercises replicate

e
AT

can be discussed.

the actual interview situation? What are
the similarities? QK; differences?

/
b) How Qfd you feel as’an interviewexn?
{

4

Interviewee? ;

c) - Do, you feel thatfihe preparation, you have
[ w ] ; -
kY r

2
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gone through in this c/urse has better
‘ ’ *o ) ) - I3
. prepared you for this mock interview
L I . .
. “/Bituation? The real interview?
A
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o . _ SECTION SIX .o

Fi5 i
v SN
-

I. Conclusion = Bringing it all Together .

&

As a conclusion to this unit, studernts should be

T PR TR
PR s

~

encouraged to practice self-praise, making it a permanent‘

»

',"t‘} REteres

y part of- their speech repertdires. Such practice
includes not Being reluctant to admit their achieve~

e ments, accepting. compliments from others, and self~-

£

acceptance in the presence of others. At this point,

the instructor should also tie-in the iﬁtfbductory

s n.‘.:? ?5‘:,:&; - H\{r‘a‘»ca_‘?fl r:'“,.'*‘;m"- ER

information on how sélf-concept is developed and

\
maintained. 1In individual counseling sessions, the

instructor will haﬁ; an opportunity to give feedback
. ‘ - to students aé’well as answar any personal questions
.they.may have., '
II. Objectives ‘ .
A. Students will.- be able to recognize the impértance

. of concept in themselves as communicators, both

in every day life and'in'the employment interview

R T O T T ey

setting.' .
? III. Instructional Strategy Y
?" A. Method -~ Part I {Allow 30 minutes) .T\
%.' - g - Impart initial information via the lecture éethod. ;

¢ <

- After delivery of that information, encourage
discussion.

Students should rzcognize the need for honesty,
genuineness, and realism in their self-appraisal.

A}

i v . . .
PRS- PPN L AP S L L - . - =" .- s e
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\;1. Emphasize the necessity for more verbal practice,

on a daily basis, in preparation for the inter-

view. -

2. Tie it all together; briefly review Qhat has, been
covefed'auriné the past 1l weeks ofoinstruction.

3. Cpnduct a discussion around the fpilow-up

papers, the outcome of exercises, and the self-

inventory ﬁppréisal. Point dut the pr;gressional

process they. have accomplished during this unik.

4. ‘Ask students to comment -on their personal féélings

S

¥

about themselves as interviewees and communicators.

0

+ )
e
RN

7

T

5. Each student should leave thq_course with a better

understanding about himself or herself as a

i

commanicator and as an interviewee.

101

. 6. Each student should have compiled‘and refined a.

thorough'list of past accomplishments about himself

R S R T

or herself that might be appropriaﬁe for the

interview setting mployable skills.

7. Emphasize that the self-inventory appraisals they
have each compiled can be optimally‘beneficial ‘
to them only through verbal practice and con-

; tinual revision. Know the product that is being

sold in the interview!

C. Method - Part II Micro Counseling (Allow 5-10 aminutes

R TR Y

per student) ' .

Srme

»

1. To complete this unit on interviewing, students

{, .
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should sign up fﬁf individual counseling
i | .

- — — =

appo;ntments. ‘
2.-“Te11 students to‘br;ng their final "Strength .
Invéntory‘ as well aL any questxons they may
have to these sessions.
3. Instructor comments should be based upon
class performance, gssignments, and the final
inventoiy. Students may also wish 'to discuss .
the‘“Self—Rating Sheet" and/q;;other-feedback
they have received from peers or the instructor.
Iv. Evaluaﬁion
A. The final inventory appraisal is not to be ‘graded
but is required of every student, -It.should be’
evigent\thag some time and effort has gone into
it's development. ‘ .
B. The invento;y should include a-thoropgh 1i§t of
. employablé‘skills thé; reflect thoughtful consider-
ation by the student. At least two weaknesses -
should be mentioned but’ emphasized by a strength.
C. Offer supportive, yet realistic feedback Eoth

in writing and orally.
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SELF~CONCEPT

Self-Concept, What is it?
- There are many different ways of defining this term, but

probably the clearest way to think of your self-concept is

as the image you:hold of yourself. If you could imagine a

special mirror that not only reflected physical features,

but also allowed you to view other aspects of your emotional

states, talents, likes, dislikes, values, roles and so on=-=-

‘then the. reflection you'd seée looking back at you in that

mirror would be your self-concept.

H

, How does ydur self-concept develop?

Everyone's self-concept is shaped by those. around him
" or her. To the extent that you have received positive
messages; you have learned -to appreciate and value yourself.
To the degree that others have co-municated negative  signals,
you.are likely to feel less valuable, dovable, and capable.

The evaluations others make of ua are the mirrors by which
S we know ourselves. /////A#

In adult life, self-concept formation is e&specially
affected when messages come.from what ‘socioiogists -texrm
"significant others"--those people whose opinions we
especially value. BEvaluations of a few especially important
people can have "long-range effects.

oy

R IR TR T

e

In addition to specific influential individuals, each -
of us also formulates a self-concept based on the influence
of various reference groups to which we are exposed. To
a great deal, we judge ourselves by the way, others see us.

While it's true that some features of the self are
immediately apparent, the significance we attach to them--
the rank we assign them--depends greatly on the opinions.of
others. After all, there are many of your features that
are readily obsexvable, yvet You don't find them important
at all because nobody has regarded them as significant.
Thus, the importance of a given characteristic in your -
self-concept has as much to do with the significance you
and others attach to i€t as with the existence of the charac-
teristic.
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Assignment

Read Eﬁe—i formetlon~on“the~preeedxng ‘page, and- BE-PREPARED -
to discuss the following in your next class session. *

o -
wr

‘-W:i;e,your answers to thegé qne$tiohe on_a‘separate sheet.

-

:Describe ways in which one's self-concept is developed.

Give examples of the formation of your own. self—concept.

ﬂheﬁ'exacply is a seifleoncept?"

-

What is a self-fulfillzng prophecy? How do you think it
might effect-onens self-concept? (\

“How might self-fulfilling prophecies hinder cc-mmunication

"in the job, interview setting? :
* 1

Describe ways in wRich the self-concept might be

maintained." .

Give examples.-

H

"Why is the study of self-concept relevant in‘a course
on employment interviewing?

-

[
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' - CATEGORIES OF PERSONAL STRENGTHS .

This—dis—alist of" categories to get.you started on your
self-inventory -appraisal, Think in positive terms when
- Gompiling’ your personal list. At this initial stage of
your inventory, try to generate a very broad list of your
past accomplishiments and/or positive qualities, For now,

- in, Beé sure to have a friend and/or family memberx review
the list. A different perspective may reveal talents yop
might have overlooked._

Be aware that thie 1ist is -by no means complete. You are
: encouraged to add a number of your own categorieg.‘

o B R S

OEMTICS

PerSOnal Characteristicss Are you cheerful? Thoughtful?
Understanalng? HeIpful? Loyal? Enthusiastic? Flexible?
Patient? Sincere?. Honest? Attentive? Alert? Aware?
~Courteous? Efficient? Empathetic? Optimistic?

Social Attributes: Are you a good conversationalist? Active
fIst&ner’ Good public¢ speaker? Have leadership qualities?
Group. participant? Do you use language effectively? Make
friends easily? Interact easily.with others? Make others
feel comfortable? Supportive? Independent? Do things on |
your own well? Love other’ personss parents. siblings,
special frzends?

P
}{‘)
5
e

R
Bt
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Mental Abilities: Are you good with numbers? Ideas?
Practical IogIc? Organizing thoughts? Writing poetry,
music, or stories? Telling stories? Academlc subjects°‘
Nonacademic subjects?

Physical Abilities: Are you good at sports? Which ones?
How about dancing? Music? Art? Crafts? Fixing things?
Cobking? Gardening? Reading?

+ t

-
.
-
. g

Del Polito, Intrapersonal’
Communication

.
Erg e e .
o . . i-

B i “ .Jn. h ] ﬁ 2 - "y E

they neéed not felate directly to the job you may be interestead -
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8.

9,

10.

i

i2.

i3o :

4.

15.-

16.
17.
18,

19,

20.

‘What from my education (elementa-.y, 3econdary, college)
did I Yearn that I could now apply or use on the job,

. Courses or -subjécts I liked in school included Co
. Courses or subjécﬁé I disliked in schoogl included c

| Skills ‘and abilities that I have and can use well include .

* My major weaknesses are

R TR NI vl‘..,.mx.,...f‘_.‘,..-.u. g B KRS ". o, e

SELF-INVENTORY SHEET

To’déscribe“myself I can frankly say that I am

From my outward personality, people think that I am

My igeal work sgituation is : :
> . . & "\_

Coccupational, domestic, social, etc,)

8kills andg. abilities I have that I wish to develop
fu»rther include . -

New gkills and abilities I want to acgiire include -

Realistically, I am suited at this time for the job
pr jobs of ,

S s

-

When I am not working, I spend my time

. e ..
A .1 < ML i
b 1 s et e 1, t Sxh n e s,

e

L

Types of people that seem to rub me the wrong way include -

It I were the boss of my own company, I would, expect
from my employees

Success for me means ;

What must I do to be successful

The advantagés of my chosen field are .
The disadvantages of my chosen field are

I like working reguiar oIS because

A

I like working irregular .ours because

Reasons why I should be hired include: (list at least 5)
‘ ‘t
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POSITIVE EMPLOYEE, CHARACTERISTICS

In order to help you analyze your strengths as to employable
skills, here is a list of strengths in response to the eternal
question conveyed by the employer, "Why should I hire you?"

T

T

Leadership ability
, Persistence - : , : ‘
: Orderliness ’ :
Aszertiveness -
' High energy . ) ]
Good memory ' _ S
Good speakiiig abilicies .. e
Self-motivation “ s -
Willingness to take responsibility
Ability to get along with others <
Neat appearance and habits ) .o ;3
.7 Quick wits )
- : Ability “to take orders '
L Ability to delegate authority
Coolness under pressure

+
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This list of characteristics has been compiled from a survey g
of employers who were asked, "What do you look most for in o
the people you interview?" (Jackson, 1977) e

Y T A = e d T ms
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-
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8o far, you have been asked to generate a very broad list of
your positive gualities, Take a closer look at your self-
inventory appraisal and develop categoriegﬂlike“fﬁe ones
above that will be meaningful to the_employer.

wanpr s

B

T g ATV £ it
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Do not feellthat you musf”EE;§ within the categories above,
C gate a number of new ones that may apply to the employment
interview, in a general sense, or that apply specifically to -

I ) .
v d e e N e ST AL A

: the‘sz you are seeking. . ' -
| E , :

y This assignment will require, some careful thought, time, and ¥

: effort ‘on your part. Think of it as an initial step towards 2
;' your su %?ss in the job interview! i ;
?, . ‘\ . -
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‘ Self-Rating Sheet

Here is a list of words which describe different behaviors.
In ‘the column labeled SELF, rate yoursélf on each word, using
the following ale:
S= Zlways| 4 = usgally 3 = sometimes 2 = seldom 1 = never

A{ter you have ated yourself on all behav:ors. fold back the

~ ,column Yabeléd | ELF. Then ask a friend to rate you on all
] behaviors in the\column labeled FRIEND,
5
g nfter a frzend_has rated you on all behaviors, ask a person in
. 8 an authority position to rate you. Examples ¢ persons in
= authority are tead%ers. employers, supervisozrs, and parents.
o~ _Bnnivro"n nnscnzp-rxon T AUTHORTTY — FRIEND  BELF
- — ‘ - -
g assg;tivef<
O e
%/an{i::z.ous
? .cheerful - ) :
™ goncerned for otherh . B )
a -
o confident "
;§/{coonerative | | .
0 - :
£ dependable .
good communicator i
. =¥ energetic - fi4<ij ri: )
(| ) P T L
s~ Poised. o - d
ﬂ P
<. neat.appearance .
T @ , '
2 energetic .
‘ Nl
erithugsiagtic .
X . ‘
o listens well : .
S ' . ' . .
g friendly _ e
< good leader : S .

hard working

B e
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) . Self Rating Sheet= -
e "
5 = always 4 =.ugually 3 = sometimes 2 = seldom 1 = never
e . 4 >
BEHAVIOR DESCRIPTION AUTHORITY FRIEND SELF
heipful . " L ' .
- honest.' i . . -
- * i
'" neat - o i
o o
.p oOlitgoing - SRR . .
z . L. ‘
optimistic .
~ Ppatient
; persisteat - )
0 : '
f % pleasant _ . )
®  respectful -~
» ‘Tesponsible < y . : :
N ". self-centered i
;- i _ ¥ :
e . E Serious . . .
e g shy
3o 0 - ' »
¥ % tactful
. v . ;_,\
‘ - - thorough
. ?:__. “ 3 . .
:‘If ’ "a‘ . %’I
- o~ ==
:é‘ g - " “
b 2] * 4
5 2
?. 0 . N -
wo
h 7 [
Z“%"’ g‘ - - " .
: 2 L
E < Adapted from Leach and Flexman, Balance Sheet
£ 59, 7, 1978,
& A SRt SES
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-~ QUESTIONS FREQUENTLY ASKED-AT AN INTERVIEW.

._)'m

oSurverys 1n various companies 1ndecate JsLthese are quest;ons
frequently asked at an interview. Give considerable thought
to answering these questions. .

1. What are your future vocational plans? S

-

------

2. In what school atﬁuvitles kave you participated° Why?

! . ' s
3. ,What school courses @id you like best? Least° Why?

4, What do you think determines a person's progress in a
good company? :

5.. Do you prefer workinglwith others or by yourselfé

. o : v
6. What is your major weakness? . -

7. What types of books have you read? - ////’

-

8. Define cooperation!

9. What are your major strengths and weaknesses? How do
- -you know this?

-

16. What are your own special abilities? .

11. What was the mos t enjoyable job you ever ﬁ;‘ ‘WhL was’
it en:oy%ble’
f

112. Do you think that school grades should be considered by
* an employer? v

13. What have you learned from some of the jobs you have held?

-
% [ , -
.

14,  How do you spend your spare time? Hobbies?

-

15, Why do you think you would like this particuylar type of job?
16.. Are you wrli;ng to.accept a lesser posrtlon ‘than what you
% are. applying for?

'17. Are you willing to relocate where the company wants to send
you to?

- r
L -~

18. whEt do you know about our company? -

19, What personal characterrst;cs are necessary for success in
your chosen field? -

20. What qualification do you have that make you feel that you
will be successful in your field? .

w1
.
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-What jobs have you held qﬂa’why did‘yoﬁ leave?

-

What are the disudvantages of your chosen field?

Tell me a story!

\

i
3

. How do you do to keep in good physical condition?
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QUESTIONS COMMONLY ASKED AT
AIRLINE INTERVIEWS

1. What can you add fo our company as an employee?
2. What pefsonal characteristics do you possess that are
" necessary for a job with our company? Why?

3. What are your weaknesses? \ ' " 5
*4.‘ Why do you think you would lzke a job as a F/A? T/A? _ i
5; What are your,own special ab;liZLes?

, 6,; Descrzbe you:Lelfl . ‘ . .' . >

r-

- - 1, e n
R A T
s W bt P A s e

7. What is the job of a F/A all about? What are %he duties?

8. To a male: hat would you do if another man on the flight
{a pax) askéd you for a date?

[P

L}

9., To female fHow do you feel about having men on board° ;

16. To male. gow do you feel about bezng in a cateer that has, /
in the pasﬁ. been open only to women? Why? .

11, What werejyour 11kes and d;slzkes about your prevxous job?

T T 12. “How would you deal with a drunk passerger? An irate
.passenger? . - -

13. Relate a‘personal experience: something you saw on a
flight and would have handied in a different way or .
something that annoyed you that the F/A did. T

14. WLy do you think we have such extensive interviews?

o 15. What job d@o you eventually want to have thh our company?

16, Tenl me about the "airline career" courses you have taken\ !

in coﬂlege? Which of those courses was the most important
to you in terms of your future job success?

o

is. Whaﬁ\éo you look for in a job?

; 19, What Kindsfof people upset you the most? :
é 20. How é@ Pr past jobs, experiences relate to the“job you B
: are a ply:.ng for? - J
E‘:’: T

21. As a Fyd, what would you find least .appealing? What .\\ /

would;disappoint you the most? Y

,,,,,
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22.
23.
24.
25,
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26.
27.

28,
29,
3¢c.
31.

32,
33.
14,

35,
36.

37.
«38,

39.
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What will you do if you are not accepted by this-airline?
How do foh let ou¢ ffustratién? o -
In what areas do you wish to develop yourseif further?
Do you feel comfortable about this interview?

How would you know whether or not you have succeeded or
1falled on the ;ob’

hHow/does your family feel about your.wantlng to become
a F/a? .

What-was the worst thing that ever happened to you and why?
What do you know about our company?
Nhy did you choose our company?

Nhat do you expect of a F/A on board when you are
traveling? :-

When did you decide to become a F/A?
Why do you think you would be a good F/AZ?

What difficulty 4o you foresee in relocating, moving to
a strange city?

What living public figure do you admire the most and why?
Whaé\is your greatest accomplishment?
If you were interviewing, what would you look for in a F/A?

What fears or reservations do you have about becoming
a F/a? )

What are some of the Jegatghé\factors about the job of
a F/Aa?

What do you thlnk has the most influence in obtaining
a job? :

Rank order: __ being in the rigﬁt place at right time
know1ng someone S
__education of candidate
ositive attitude .
___haxd work

37
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41, What personal characteristics, are necessary for success in
your chosén £ield?

At
':“ﬂ%ﬁﬁ

F

42. Tell me a story!

LI

43. What do you do to keep in good physical condition?

1

£4, 1Is there’anyfﬂing else you would like to add? :

45. Do you think we have a good picture of you now?
ARERERRARRARREARRARRRRRR R RRARRRA AR AARRRRRARERRRRRR AR AR T RRRRRARRERRR
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Study these and other questions. Write down your answers to~
each of them. Spend some time thinking about your responses.
Role~play the interview situation until you become comfortable
with your communications.
© IMPORTANT!!! Take  the time to concentrate
on your strengths: XKNOW YOURSELF, be honest, and
practice 'communicating your good qualities!!l!ftl1ll
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Assignment

Follow-up to Section Four

One way to improve your interviewing skills is to write
down everything you can remember about the interview as
soon after the event as possible. During this reflection
procegs applicants often discover for themselves what
raspects of their verformances need improvement. An
instructor or counselor may also be able to help you
detect weaker areas. Writing this information down also
helps the candidate to provide consistent information if
he or she is invited to a second or third 1nterview with.
the same company.

)

1
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The exerczses you have just participated in were designed
to ‘give 'you an opportunity to openly express your employ-
able strengths to otl.ers. Hopefully, these activities
have made you feel more confident about doing so in the
job interview.

P
s

The other students in your group provided feedback to you. !
During this session, additional strens#ths may have been
discovered that were initially overlooked by you. As

a .follow=-up to these exercises your instructor is asking
that you take some *ime outside of class fo summarize all.
the information you learned about yourself in these
sessions. Positive points should be added t¢ your
strength inventory list.
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© 48 1
z{ame' of} Applicant .

INTERVIEWEE RATING FORM I

Businesslike Appearance Yes ﬁo
Poise/Self Confidence 1-2-3-4-5-6-7-
Maturity w235 =p=7-=-
_ Attitude/Enthusiasm 1-2-3-4=-5=-6=17-
Verbal Communication Skills 1= 2-/3~4 =5~6 = 7 =
‘Ale:tﬁgss/PerEeptiveness lw2e3=24§4=5=6=-7-
Motivation/Initiative ® 1-2-3~-~4~5-6-=-7-
. "ﬁibreégéd_ba}eér intefgst l1~-2=3=4§4=«5=6=17-=-
' Related Experience )
Background . : l]~-2=3=4«5=6-=7~
' Presents Overall, \ - -
Favorable Impression 1« 2=3~4~-5«6~7=
Applicant Performance Ratiﬁg: Exceilent-
i i o . Good
Fair
Needs Improvement
Poor

. Commentss .

{Adapted from Anthohy Medley, Sweaty Palms, The Negliected

Art of Being Interviewed)
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INTERVIEWEE RATING FORM II
Name of Applicant _ .
N S
Outstanding “* i ‘
Below Standgré Desired --
1 ‘.'Consideratibns

N/A 4 3 2

- BUSINESS_ LIKE
'APPEARANCE

s

e

*

"‘"\.n-—-f/

PERSONALITY v -

.Cazzenialityt self-

‘ assgrance, poise,
tact attitude,

. maturity judgement

SELF~EXPRESSION .

Grammar, clarity
vocabulary,
articulation, ability
to communicate ideas

LEADERSHIP ’ .

Supervisicn, elected
offices, extra-

curricular activities

DEMONSTRATED CAPACITY TO

Commion sense, alert-
ness, academic '/
success, analytical

~LEARN . ability, perceptive~
ness
‘ Participaﬁion in
. " activities, self-
PARTICIPATION ctivities,

starter, energy
level .

CAREER INTEREST

ol

Knowledge and re-
search into our
business, background,
interest, responsive-
ness, logical and
conplete inquiry,
enthusiasm

Overall Evaluation

Recommend for Hire
_Do not Recommend for Hire
Remarks?
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! .
i, Scenario Evaluation by
: Instructor

EVALUATION OF APPLICANT
‘Réﬁe the ‘effectiveness of the 1nterV1eﬁee on a scale from
l to 5 (5:= excellent, 4 = good, 3 = £ai:, 2 = needs
~ improvement, 1 = poor).

4

Rating

A 'Presents a favorable 1gpre551on.

2. Admlts pgtentlal weaknesses but
follows by ggg_gsizzng a strength.

3. Dembnstrates ‘the abll:l.ty to carry
on a conversatzon.

4. Demonstrates that she/he is aware -
of her/his positive qualities.

5. Discusses achlevements wzth
confldence.

6. Demoqstrates the ahilitf to clearly
: .and ¢confidently "sell her/his self."

7. Appears confident.

8. Expresses good points without
sounding as if slhe/he. is bragging.

9. Demonstrates that she/he is aware,
of past accomplishments.and how
they relate to the ijob. )

10. Answers questions directly,
clearly, and confidently.

11. Is convincing in her/his attempt
to demonstrate she/he will be an
asset to the company.

12, Emphasizes his/her specific
gqualifications.

? . Additional Comments:

Name of Applicant

e - |
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